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I NTRODUCTION  

This user guide is designed as an overview of the Online Course Booking and Payment System 

used by SPD (ScottishPower Development)  

It details the functions ascribed to the different menu items and various on screen links designed 

to guide a customer through the booking process. The guide uses screenshots of the various 

online pages used and gives a b rief description of the fields and functions used in each case.  
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COURSES  

To view available courses click on the óCoursesô link in the menu: 

 

 

A view of all courses displays detailing:  

¶ Course subject and profile  
¶ Start Date  
¶ Location of course  
¶ Duration  
¶ Fee 
¶ Number of places available  
¶ A link to Book the course  

This view also shows the Mini Shopping Cart and the Login / Register panel at the right of the 

screen.  

Clicking a Profile Name (green text) will open a window containing details of the course content.  

Sear ching for courses  

When you first open the Courses page there is a view of all courses currently available for 

booking. You can filter this view to find the course(s) you require. Click the dropdown list next to 

óChoose subjectô at the top of the page: 
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The dropdown displays a list of subjects to choose from.  The following screenshot shows the 

result of selecting óHigh Voltageô being selected from the list: 

 

Within this category you can further refine your search by typing into the óEnter searchô box and 

then clicking the óSearchô button.   

 

The following screen shows the result of typing óManagersô in this box: 
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Now only High Voltage Courses with the word óManagersô in the profile can be viewed. 

This secondary filter only works when a subject is chosen from the dropdown list. When óView All 

Coursesô is selected in the óChoose subjectô dropdown this secondary filter does not operate. 

REGISTRATION  

Registration does not refer to booking a place on a course but rather to the process of registering 

your billi ng details in order to speed up the checkout process.  Once registered, you can login to 

the system with your own password. You will still be able to book and pay for courses without 

registering your details but you will need to supply your billing details  every time you go through 

the checkout process. To register either click the link in the main menu or the Login / Register 

panel (below):  

 

Clicking the óRegisterô link displays the following: 
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Complete the form with appropriate details.  Some fields are  mandatory (marked with **).  

You must remember to tick the box at the bottom of the form saying that you accept the Terms 

and Conditions of SPD. You can view the Terms and Conditions by clicking on the link.  

Once you have completed the form click the óRegisterô button. A confirmation message displays: 

 

LOGIN  

Once registered with the system you can login by clicking the Login link in the main menu or the 

Login / Register panel. The following displays:  

 

Enter your email address (this is your username and wa s supplied when you registered) and 

password and click óLoginô.  If you cannot remember your password then click the óForgotten your 

password?ô link and follow the onscreen instructions.  Your password will be emailed to you. 

If you have not previously reg istered with the system you can click the óNot yet registered?ô link. 

When successfully logged in the following (example) appears:  
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Viewing / Updating your account details  

When logged in you can view or update your account details by clicking the appropri ate link in the 

main menu or the Customer Account panel (which replaces the Login / Register panel when you 

are logged in):  

 

When you click this link the following displays:  

 

Make any appropriate changes as required and click óUpdate Accountô.  

Please no te that you can only change your email address via your account area as it is your 

unique username. You cannot change your email address to one that already exists in the system.  

The following message displays if you do this:  
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BOOKING COURSES  

Booking No n - Authorised courses  

If a course does NOT require authorisation the following (example) will display when you click the 

óBookô link in the courses screen: 

 

Enter the delegateôs Forename, Surname and Job Title and add any special requirements and 

dietary r equirements (if a course includes lunch).  Then click the óAdd to Cartô button. 

The course is added to your cart and the form remains on screen for you to continue to add 

further delegates on to this course if you wish or you can continue straight to the c heckout. The 

places available reduce by one each time you add another delegate and when the course is fully 

booked the following displays:  
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N.B. Some courses have related exams and these may be highlighted when booking where you 

will be able to view th e exam profile and choose to register delegates for the exam:  

 

 

Booking Authorised Courses/Exams  

Authorised courses/exams require an authorisation code to be entered for each delegate you wish 

to enrol. The authorisation codes will be supplied by SPD and you will need these to complete the 

booking process.  

The following (example) displays when you click the óBookô link in the courses screen for an 

authorised course:  

 

Enter the Authorisation Code and click the óVerifyô button. The following will then display:  
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The delegate name is automatically filled in along with their authorisation code.  Complete any 

special requirements and click óAdd to Cartô. 

N.B. Some City and Guilds exams must be booked at least 6 weeks in advance.  The following 

message will disp lay in this instance and no booking can be made:  
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THE SHOPPING CART  

The Mini Cart  

Each time you add an item to your cart it appears in the mini cart at the right hand side of the 

screen:  

 

The mini cart shows how many items are in your cart and the Cart Total.  It also shows how many 

minutes you have before your cart expires.  You should ensure that you have sufficient time to 

complete the checkout and payment process before your cart expires. If your cart does expire, 

any items in it will be removed and be made available for others to purchase.  

IMPORTANT NOTE ï If you do not allow yourself sufficient time to complete the 

checkout process and complete payment for items in your cart it is possible that your 

cart will expire before you have exited the checko ut. In this case the payment will be 

processed but NO  courses will be booked.  An onscreen message will alert you to this 

and inform you that you must contact ScottishPower Development to rectify the issue.  

To avoid this always give yourself enough time to  complete the checkout process in full.  
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View the content of your Shopping Cart  

To see the full details of items in your cart click the óView Shopping Cartô link within the mini cart 

or click óShopping Cartô from the navigation on the left and the following (example) displays:  

 

From here you can delete courses from your cart making them available for others by 

clicking the delete icon.  

You can also navigate back to the courses page by clicking ó<<Back to Coursesô 

 

THE CHECKOUT PROCESS  

When you have complet ed adding items to you cart and are ready to pay for them, click the 

óCheckoutô link (in the mini cart or main menu).  The Checkout link appears once you have at 

least 1 course place within your cart.   

If you are registered and logged in please note that you can only change your email address via 

your account area as it is your unique username.  Altering your email address at checkout will 

result in confirmation emails being sent to this address but it will NOT be updated within the 

system unless changed v ia your account area. All other details if changed at checkout will be 

saved to the system.  The following screen will display if you are registered and logged in:  
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NB -  If you have NOT registered your billing details with the system and logged in then 

th e checkout form (above) will be blank and you will have to enter your billing details 

manually.  

If you add items to your cart before logging in you will still be able to login during the checkout 

process without having to add your items again.  

When the bil ling details are correct and you have ticked the Terms and Conditions box click 

óReview Detailsô at the bottom of the form.  The following displays: 
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After checking your details are correct click the óMake Paymentô button.  You are redirected to 

WorldPay Secure Server to complete your payment.  
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Select a payment method and this will direct you to the Secure Payment page:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your name and company address should be automatically filled in but if you wish to change these 

you can ame nd them.  Enter your payment details and click óMake Paymentô. 

If you cancel a payment you receive the following message:  
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If you choose to make the payment it progresses to the next stage.  

 

If the following displays:  

 

ésay yes to displaying the non secure items.  

The following confirmation displays:   

 

 

 

 

 

 

 

 

 

 

 

 






